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APPENDIX I: NASA STATIONARY SPECIFICATION STANDARDS

The following products represent standardized templates including product specifications for stationary
components identified in the NASA Style Guide. These templates are to be used for purposes of
reference to the NPR 1450.10D NASA Correspondence Management and Communications Standards
and Style and for reproduction of such stated products.

These are the prime elements required to create approved NASA communications material as required
by the Communications Material Review Process. For more information on the approval process, go to
http://communications.nasa.gov

"Communications Material" is defined as media that is produced with NASA funds and conveys
information about NASA projects, programs and results to both external and internal audiences.
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“NASA Letterhead"

Hatanal Asronatics and Space Adminisfiatan

Hexdprrien
Wasrengion, DO 20555.0004

iy T A

Mot to Scale

Final Size: 8% X 11" {orints PMS 288 & PMS 185 & Black)

MASA Insignial [@appeax BE11" Blus spheare); Two Color PMS 185 & PMS 288

Agency Name: 10 pt Helvatica Medium (U/L case, left justification) (prints Black)

Center Name: 10 pt with 17 pt lsading Helvetica Bold (UL case, left justification) (prirts Black)
City, State, Zig: 10 pt with 11 pt lsading Helvetica Roman (VL case, left justification) (prints Black)
Reply to Attn of: 7 pt Helvetica Roman (VL case, left justification) (prints Blask)

Top Hash Mark: .5 pt rule (position to bleed off sheet—represents fold indicator for letten)
(prints Black)

Bottom Hash Mark: .5 pt rule (position to blaed off shest—reprasents last ling of copy for the latter)
(prints Black)

Verify Current version before use at:
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“MASA Office of the Administrator Letternead”
Matonal Aeeonaubics and Space Acminsstration
Office of b Administraior
Wisshington, DG 20548-0001
Not to Scale
Final Size: 82 X 11, prints PMS 288, 185 and Black
MASA Insignia: 7" Blue sphere, two color: PMS 185 and 286
Agency Namea: 10 pt Helvetica Medium, USL case, left justification, prints Black
Office of the Administrator: 10 pt with 17 pt leading, Helvetica Bold, UL case, left justification,
prints Black
City, State, Zip: 10 pt with 11 pt leading, Helvetica Roman, USL case, left justification, prints Black
Top Hash Mark: .5 pt rule (position to bleed off sheet—represents fold indicator for letten),
prints Black
Bottorn Hash Mark: .5 pt rule (position to bleed off sheet—represents last line of copy for the letter),
prints Black
NPR 1450.10D -- Appendix] Verify Current version before use at: Page 3 of_14_

http://nodis3.gsfc.nasa.gov/


http://nodis3.gsfc.nasa.gov/
http://nodis3.gsfc.nasa.gov/

Verify Current version before use at: Page 4 of 14

NPR 1450.10D - AppendixI http://nodis3.gsfc.nasa.gov/

"MASA Headguarters Mailing Label”

Hational Asronautics and
Space Administration

Headguarters
Mail Suite
Washengton, DC 20546-0001

Official Businass

Final Size: 4'5he X 274" (prints Black)

MASA Insignia: ([approx %" Black sphere); (prints Black)

Agency Name: 7.15 pt with 8.58 leading Helvetica Medium (U/L case, left justification) (prints Black)
Headquarters: 7.15 pt with 17.4 pt leading Helvetica Bold (U/L case, left justification)

Mail Suite: 7.15 pt with 8.7 pt leading Helvetica Roman (/L case, left justification)

City, State, Zip, Official Business: 7.15 pt with 8.7 pt leading Helvetica Roman (U/L case, left
justification) {prints Black)

Rule Line: 1 pt X 76"

Verify Current version before use at: Page 4 of 14
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*“MASA Centers Mailing Label {Code)”

Kermedy Space Center
Mail Coda

Offcial Busingss

Final Size: 4'%:s X 27" (prints Black)
MASA Insignia: (approx %" Black sphere): (prints Black)

Agency Mame: 7.15 pt with B.58 leading Helvetica Medium (U/L case, left justification) (prints Black)
Center Mame: 7.15 pt with 17.4 pt leading Helvetica Bold (VL casze, left justification)

Mail Code: 7.15 pt with B.7 pt leading Helvetica Roman {(U/L case, left justification)

City, State, Zip, Official Business: 7.15 pt with 8.7 pt leading Hehetica Roman {LIL case, left
justification) (prints Black)

Rule Lina: 1 pt X 74"

Verify Current version before use at: Page 5 of 14
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“MASA Centers Mailing Label {Stop)”
Matianal Aeronaatics and
Spaca Administration
Kennedy Space Cerlar
sail Siop
Kannedy Space Cantar, Florida 32899
Oficial Business
Final Size: 4'%hs X 2%4" (prints Black)
MASA Insignia: (approx %" Black sphere); (prints Black)
Agency Mame: 7.15 pt with 8.58 leading Hetvetica Madium (/L case, left justification) (prints Black)
Center Mame: 7.15 pt with 17.4 pt leading Hebvetica Bold (VL case, left justification)
Mail Stop: 7.15 pt with 8.7 pt leading Helvetica Roman (LWL case, left justification)
City, State, Zip, Official Business: 7.15 pt with 8.7 pt leading Helvetica Roman (UL casa, left
justification) (prints Black)
Rule Line: 1 pt X 74"
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“MASA #10 Headouarters Envelooe®

Maticnal Acranautics sad Space Adminisiraticn

Handquartars
Kail Suide
Weasninglon, DC 22546-0001

offizinl Busingss

Mot to Scale

Final Size: 8% X 4w%" {prints PMS 286 & PMS 183)

MASA Insignia; {approx 3" Blue sphera): Twg Calar: PAMS 185 & PMS 286

Agency Mama: 3 pt Halvetica Madium (/L case, left justification) {orints PMS 286
Headguarters: 8 pt with 22 pt leading Helvetica Bold (U/L case, left justification) {prints PMS 288}
Mail Suite: & pt with 11 pt leading Helvetica Roman {L/L case, laft justification) (prints PMS 288)

City, State, Zip, Official Business: 8 ot with 11 ot leading Helvetics Roman {U/L case, left
justification) (printa PMS 286)

Pule Ling: 1 pt X @

Verify Current version before use at: Page 7 of 14
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“MASA #10 Center (Code) Envelope”

Matisnal Asronautics and Space Adminstation

Karnndy Space Contar
Mai Coca
Fardy Sadde Canlern, Flonda 12880

Official Busirasgs

ot to Scale

Final Size: 9% X 414" [prints PMS 286 & PMS 185)

MASA Insignia: (approx 34" Blue sphers); Two Color: PMS 185 & PMS 286

Agency Mame: 9 pt Helvetica Medium (U/L case, left justification) (prints PMS 286)

Center name: 8 pt with 22 pt leading Helvetica Bold (UYL case, left justification) (prints PMS 2886)
Mail Code: 9 pt with 11 pt leading Halvetica Roman (U/L case, left justification) (prints PMS 288)

City, State, Zip, Official Business: 9 pt with 11 pt leading Helvetica Roman (LWL case, laft
justification) (prints PMS 288)

Rule Line: 1 pt X ™"

Verify Current version before use at: Page 8 of 14
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"MASA #10 Office of the Administrator Emvelope™
National Aonamteis and Space Adminisiration
OMico of tha Admimsirator
Washirgron, 26 SR50G-G0G!
Ol Bugirors
Mot to Scale
Final Size: 9% X 414", prints PMS 285, 185 and Black
MASA Insignia: 38" Blue sphere, two color: PMS 185 and 228
Agency Name: 9 pt Helvetica Medium, USL case, left justification, prints Black
Office of the Administrator: 9 pt with 22 pt leading, Helvetica Bold, UAL case, left justification,
prints Black
City, State, Zip, Official Business: 8 pt with 11 p1 leading, Helvetica Roman,
LIBL case, laft justification, prints Black
Rule Line: 1 pt X %" (5.25 picas)
NPR 1450.10D - AppendixT Verify Current version before use at: Page 9 of_14_
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“MASA 710 Center (Stop) Ervelope”

Hatinrnal Acronawiins and Spsaos Administraban

Honredy Spoce Conter
kel Slop
Kenredy Space Ceven, Flor da 32880

Dl wl Dueiness

Mot to Scale

Finzl Size: 91 X 414" [prints PLS 286 6 PLAS 185)

MASA Inslgnla: (approx 358" Blue spharay, Two Galer: PMS 135 & PMS 236

Agency Mame: 9 pt Hehetlca sedium (UYL casa, left justification) (prints PMS 235)

Gentar name: 9 pt with 22 pt leading Hehetiea Bold (UL sase, [aft justifizztion) {prints PWS 205
Mail Shap: 8 ptwith 11 gt teading Helvetica Roman (YL case, |eft jestification) (prints PMS 286)

Clty, State, Pip, Official Businass: 8 ptwith 11 pt leading Helvetica Roman (UL case, laft
instification) [prints PaS 285)

Fula Line: 1pt X7

Verify Current version before use at:
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"MNASA I X 127 Envelops - Headguarters Version ™

vl doeplics ol Dreoe arminid rkn

L
Ve g QuC, NP 200

Ve R

Fingl Sizes 9 X 12*

MASA Inzignia; 70" sphara, prints Blagk

Agenoy Marme; § ot Helvetica Modiom, LSL caze, left justification, prints Brack

Center Marme: B gt with 13 pt leading, Hebetica Bald, UL case, left Justlicalion, prints Blagk

Mall Subte, Sity, State, Zip, Official Businoss: B pt with 5.5 pt leading, Helvetlea Boman, UBL case,
Iesft justification, prints Black

Rule Ling: 1 ot exbending to tha last "s" on “Business"

Verify Current version before use at:
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"MASA 9 12" Envelope - Center (Cola) Varsion”

Ho orn ferzrmie n Wi Trosh and's U . [
Kainamay Ejama vy A
b P

Favroy Spece CuTas hwen Iht

F LUESPT

Final Size: g X 13"

MASA Inslgnla: 70" sphare, prints Black

Agency Mame: 8 ol Haleatics Madiom, USL case, loft justilication, prints Black

Chanter Marne: 3 ptowith 18 pt lgading, Helvetica Bald, USL case, |oft justiicatian, prints Black

Pl Sodes, Sity, State, Zip, Offlclal Business: 2 pt with 5.5 pt leading, Holvatisa Roman, USL cage,
lefs justificatlcn, prints Black

Fiule Line: 1 pt extending to the last *s" on "Business”

Verify Current version before use at: Page |
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TRAES G K 12" Envelope - Canter (Stop) Version®

6o/
Hdoral mpconasdon s znen Azndnkacaien 4%
ey e Ll

R 2k

Far vy Spmacat Db Piovida 38000

ol v

Final Size; X 12"

MASA [nsigniz; 70" sphere, prints Black

Agoncy Mamea: B ot Helvetica Machurm, WAL case, laft justifcation, orints Black

Center Maima: B pt with 18 pt leading, Hebetlca Baold, UL cazsa, left justiieation, prints Black

Mail Stop, Sty Btale, Zip, Official Business: 8 ptwith 9.5 pl laading, Halvetica Roman, USL case,
lef? fustilication, prints Stack,

Fulz Limz: 1 plantanding to the kzst *s" on "Busingss”
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